
Announcement No.
SRF-12-06 

:
Closing Date 4 Dec 05 VACANCY ANNOUNCEMENT
 Date of Issue 21 Nov 05 

1.  Job title  (  Grade    4    LAD  2 )   
Administrative Specialist, #9 

( )
 Acceptable Trainee Level:  1-3 

                                    
  Administrative     Blue Collar Trade    Security              Medical

No. of Recruitment 

          

4. Area of Consideration
MLC/IHA

Current MLC/IHA Employee within Activity 
MLC/IHA ( )

Current MLC/IHA Employee in commuting distance 
MLC/IHA ( )

Current MLC/IHA Employee Japan Wide
Off Base Applicant2. Activity

     U.S. Naval Ship Repair Facility, Yokosuka (SRF) 
     Production Department 
     Shop Division (Code 350)  

Work Place: Tomari-cho, Yokosuka

3. Work Schedule ( hrww )
 Work Days:    Monday - Friday 

  Work Hours/Recess Period:  0800 – 1645 / 1200 - 1245 
 Night Shift       Overtime         Business Travel

5.  Type of Employment 
  MLC 
  IHA                                      HPT 

 Permanent   
 Limited Term 

6.  Duties 
Performs typical administrative/clerical duties to assist Director (C350), Shop Superintendent (C350A), and other staff members in 
the Division.  Prepares outgoing correspondence, Notices, Memorandums, Instructions, etc. by collecting the necessary information
and materials, develops/maintains filing systems and procedures, and receives/distributes documents and memorandums.  Receives 
telephone calls and visitors from various activities in a cordial manner and refers them to appropriate staff members, or takes message 
in their absence.  Maintains supervisor schedule of appointments and informs them of status.   Performs other related or incidental 
duties as assigned.   
7. Qualification/Physical Requirements 
      a.   One year of clerical, technical, or administrative work experience in any field.  If applicant does not have such work  
            experience, completion of 4-years college/university in any field may qualify him/her at 1-4 level. 
      b.   Knowledge of navy correspondence, procedures governing administrative phases of Planning Department.      
      c.   Skill in operating personal computer such as Microsoft Outlook/Work, Excel, etc. 
      d.   Ability to perform general clerical work and secretarial work. 
      e.   Ability to speak, read and write English and Japanese at average proficiency level (LAD-2).  
       *An applicant who does not fully meet the qualification requirements stated above may be hired at a lower grade level. 
      1-3:  One year of general work experience.  If applicant does not have such work experience, completion of 2 years junior
               college/technical school or 4-years degree in any field may qualify him/her at 1-3 level. 

   * A handicapped applicant may be accepted, depending upon the degree and kind of disability.
English Language Proficiency None Basic Intermediate Advanced Exceptional

Educational Background N/A License/Certificate Required N/A

8.  Application and Associated Documents Working Condition 

*  Application for Vacancy Announcement  (HROY Form 1) http://hro.cnfj.navy.mil 
*  Resume of Specialized Work Experience  (HROY Form) http://hro.cnfj.navy.mil 
* Complete  in Japanese    English   Either

 Certificate of English Proficiency (Copy) 
 80  (12cm x 23.5cm) 

12cm x 23.5cm Envelope with Applicant’s Zip Code, Address, Name and a 80 yen stamp (MPS is unacceptable.)
 for Job Inquiries  Office to Submit For Official Use 

PD No.: SRF-350-002 

PD is accurate and current. 
Certified by Activity:  kk 

 Office/POC 

 Name ( )
  046-816-4553/(4552) 

(DSN) 243-4553/(4552) 

1 banchi Tomari-cho, Yokosuka, Box 22 
 (HRO) 

CNFJ, HRO N131D  
046-816-8152   (DSN) 243-8152 

HRO: AH 11/18 ms 11/18 

Incomplete applications will not be considered. 
  Submitted applications will not be returned. 


